
Quick Reference Guide for Uploading eTicket Receipts into DTS 
 
When traveling by commercial air, travelers are required to submit their eTicket 
receipts when filing vouchers for reimbursement.   Please note, virtually there only 
stores ticket records for 72 days.  Below are instructions for obtaining eticket receipts, 
converting them into PDF files, and uploading into DTS as substantiating 
documentation. 
 
Please note: DTS accepts other file types; the PDF is only a suggestion.  Also, the 
steps outlined in this document utilized Internet Explorer.  For travelers using other 
web browsers (e.g. Firefox), similar procedures should be applicable. 
 
I. Obtaining eTicket receipts: 
 

a. Locate your reservation code in the “Preview Trip” Module of your 
voucher in DTS, under the light blue heading “Other Trip Information”.  
In this section, locate the “Trip Description” line.  On this line, you will 
see “PNR Locator:” followed by 6 letters.  These 6 letters represent your 
Reservation code.  EXAMPLE:  “PNR Locator: PLWBDD” 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



b. Go to the virtually there website located at:  
https://www.virtuallythere.com 

 

 
 
 

c. Enter the 6 letter PNR Locator code into the “Reservation code” box on 
the virtually there page. 

 
d. Type in your last name 

 
e. Click “Submit” 

 
f. Enter your email address.  NOTE:  the email address you enter must be the 

same one in your DTS profile; this is usually your NRL work email 
address. 

 
g. Click “Submit” 

 
 
 
 
 
 
 
 

https://www.virtuallythere.com/


 
 

h. An itinerary page will then display.  Click on the “eTicket receipt” link.  
This will open a new window that will display your eticket receipt. 

 
 

 
 

II. Converting your eTicket receipt to a PDF document 
 

a. Click on the “Print this page” link on the top right corner of the page 
displayed below. 

 

 
 
 
 
 
 



b. Select “Adobe PDF” as your printer, then click “Print”.  (Some computers 
may have a “Save as PDF” option in the print menu as an alternative to 
selecting a printer.) 

 
c. Recommended Option:  Change the file name to your TDY location and 

date of TDY, this will make it easier to locate when uploading to your 
voucher.  EXAMPLE:  Orlando_fl_030909.pdf 

 
d. Click the Save/Print/OK button (may be any variation of this) - this will 

convert your eTicket receipt to a pdf document and save it in the 
designated directory. 

 
III. To Upload PDF eTicket receipt into your DTS voucher 
 

a. Go to the Expenses module of your voucher. 
 
b. Click on “Substantiating Records” 

 
c. Under the receipt module, click the “Browse” button. 

 
d. This will bring up a new window titled “Choose File”.  In the drop down 

box next to “Look In” choose the directory in which you saved your 
eticket receipt. 

 
e. Highlight your file name and click “OPEN” 

 
f. Click the “Upload” button.  This will move the receipt to your documents 

under the light blue heading “Existing Receipts” 
 

g. Recommended Option: In the notes section next to the receipt you 
uploaded, change the description, example “eTicket Receipt”.  Click 
“Save Notes”. 

 
 


